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CITY OF FAIRFIELD SERVICES AGREEMENT 

THIS AGREEMENT is made at Fairfield. California, as of December 1,2014 by and between the City of Fairfield ("the 

CITY”) and SpeakWrite, LLC ("SERVICE PROVIDER”). 

1. SCOPE OF SERVICE. 

SERVICE PROVIDER agrees to perform the following work: To provide transcription services as needed by the 
Police Department of the City of Fairfield as described in Exhibit “A”, SpeakWrite Scope of Services, attached 
hereto and incorporated by reference. 

2. PAYMENTS. 

a. CITY shall pay SERVICE PROVIDER for services rendered pursuant to this Agreement at the times and 
in the manner set forth in Exhibit “A." The payments specified in Exhibit “A” shall be the only payments to 
be made to CONSULTANT for services rendered pursuant to this Agreement 

b. SERVICE PROVIDER shall submit all invoices for said services to the CITY in the manner specified in 
Exhibit “A.” 

3. CONFIDENTIALITY . All information, documents, records, reports, data, or other materials furnished or made 
available to the SERVICE PROVIDER pursuant to this Agreement are deemed confidential (“Confidential 
Information"). Such Confidential Information will include, without limitation, law enforcement data and information 
regarding criminal activity (including the identity of alleged perpetrators, victims and minors), which is highly sensitive 
and confidential, and the disclosure of which is subject to civil and/or criminal penalties under California law. 

SERVICE PROVIDER shall maintain the confidentiality of all Confidential Information. SERVICE PROVIDER shall 
not make use of such Confidential Information for any purpose unrelated to the performance of senrices under this 
Agreement and shall not make oral or written disclosure thereof, other than as necessary for performance hereunder. 
SERVICE PROVIDER shall ensure that its officers, employees, agents and independent contractors meet the 
confidentiality obligations stated herein. 

Each typist assigned to work under this Agreement shall sign a Nondisclosure and Confidentiality Agreement 
SERVICE PROVIDER shall inform each typist assigned to work under this Agreement of the highly sensitive and 
confidential nature of law enforcement data and information and of the civil and/or criminal penalties under California 
law for disclosure of such information. SERVICE PROVIDER shall review the employment history and perform a 
criminal background check for each typist assigned to work under this Agreement 

The confidentiality obligations under this Agreement shall survive any termination or cancellation of the Agreement 

4. INSURANCE . 

a. WORKERS’ COMPENSATION . During the term of this Agreement, SERVICE PROVIDER shall fully comply 
with the terms of the law of California concerning workers’ compensation. Said compliance shall include, but 
not be limited to, maintaining in full force and effect one or more policies of insurance insuring against any 
liability SERVICE PROVIDER may have for workers’ compensation. Said policy shall also include 
employer’s liability coverage no less than $1,000,000 per accident for bodily injury or disease. 

b. GENERAL LIABILITY INSURANCE . SERVICE PROVIDER shall obtain at its sole cost and keep in full force 
and effect during the term of this Agreement commercial general liability insurance in the amount of no less 
than $1,000,000 per occurrence for bodily injury, personal injury, products and completed operations, and 
property damage. 

C. AUTOMOBILE LIABILITY INSURANCE . SERVICE PROVIDER shall obtain at its sole cost and keep in foil 
force and effect during the term of this Agreement automobile liability insurance in the amount of no less than 
$1,000,000 per occurrence for bodily injury and property damage. 

d. The general liability and automobile liability policies are to contain, or be endorsed to contain, the following 
provisions: 

i. The CITY, its officers, officials, employees, agents, and volunteers are to be covered as additional 
insureds as respects: liability arising out of work or operations performed by or on behalf of the 
SERVICE PROVIDER: products and completed operations of the SERVICE PROVIDER; premises 
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owned, occupied or used by the SERVICE PROVIDER; and automobiles owned, leased, hired or 
borrowed by the SERVICE PROVIDER. The coverage shall contain no special limitations on the 
scope of protection afforded to the CITY, its officers, officials, employees or volunteers. 

ii. For any claims related to this Agreement, the SERVICE PROVIDER'S insurance coverage shall be 
primary insurance as respects the CITY, its officers, officials, employees and volunteers. 

iii. No other insurance effected by the CITY or other named insureds will be called upon to cover a loss 
covered thereunder. 

e. Insurance is to be placed with insurers with a current A.M. Best s rating of no less than A.VII. 

f. The minimum limits stated above shall not serve to reduce the SERVICE PROVIDER'S policy limits of 
coverage. Therefore, the requirements for coverage and limits shall be (1) the minimum coverage and limits 
specified in this Agreement, or (2) the broader coverage and maximum limits of coverage of any insurance 
policy or proceeds available to the named insured, whichever is greater. 

g CERTIFICATES OF INSURANCE . SERVICE PROVIDER shall file with the CITY upon the execution of this 
Agreement, certificates of insurance which shall provide that no cancellation, major change in coverage, 
expiration, or nonrenewal will be made during the term of this Agreement, without thirty (30) days written 
notice to the City of Fairfield prior to the effective date of such cancellation, or change in coverage, 
h. SERVICE PROVIDER shall file with the City of Fairfield or the Designee concurrent with the execution of this 
Agreement, a standard endorsement form providing for each of the above requirements. 

5 indemnify and HOLD HARMLESS . To the fullest extent allowed by law, SERVICE PROVIDER shall indemnify, 
defend, and hold harmless the CITY, its officers, agents, employees and volunteers from all claims, suits, or actions of 
every name, kind and description, brought forth on account of injuries to or death of any person or damage to property 
arising from’or connected with the willful misconduct, negligent acts, errors or omissions, ultra-hazardous activities, 
activities giving rise to strict liability, or defects in design by the SERVICE PROVIDER or any person directly or 
indirectly employed by or acting as agent for SERVICE PROVIDER in the performance of this Agreement, including 
the concurrent or successive passive negligence of the CITY, its officers, agents, employees or volunteers 

It is understood that the duty of SERVICE PROVIDER to indemnify and hold harmless includes the duty to defend as 
set forth in Section 2778 of the California Civil Code. 

Acceptance of insurance certificates and endorsements required under this Agreement does not relieve SERVICE 
PROVIDER from liability under this indemnification and hold harmless clause. This indemnification and hold harmless 
clause shall apply whether or not such insurance policies shall have been determined to be applicable to any of such 
damages or claims for damages. 

SERVICE PROVIDER'S responsibility for defense and indemnity shall survive termination or completion of this 
Agreement for the full period of time allowed by law. 

6. LABOR AND WAGE CODE GUIDELINES 

a. Attention is directed to Section 1777.5 of the Labor Code as it applies to apprenticeship standards 

b SERVICE PROVIDER, as defined for this agreement, shall pay prevailing wages to the extent required by 
California Labor Code Section 1771. The general prevailing wage rates for each craft, classification, or type 
of workman shall be as determined by the Director of Industrial Relations (available online at 
htrn /A»AAAA/ Hir ra nnw/Dl RR/ Rtntistics.research.html select the appropriate wage decision and then collect the 
wage decision for Statewide. Northern California and Solano County). A copy of these wage rate 
determinations are kept on file and are available for review at the Office of the City Engineer located at 1000 
Webster Street. 

c. In accordance with the provision of Section 1860 of the California Labor Code, attention is directed to the 
requirement that in accordance with the provisions of Section 3700 of the California Labor Code, every 
contractor will be required to secure the payment of compensation of his or her employees. 

7 CONTRACTORS AND SUBCONTRACTORS. The SERVICE PROVIDER shall require all contractors and 

subcontractors to meet the requirements of this Agreement, including the indemnity and insurance requirements, for 
work performed under this Agreement. 
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8. BUSINESS LICENSE. The SERVICE PROVIDER shall obtain a business license for work within the City of 
Fairfield pursuant to Chapter 10B of the Fairfield City Code, with respect to the gross receipts received pursuant 
to this Agreement. No payments shall be made to any SERVICE PROVIDER until such business license has 
been obtained, and all fees paid therefore, by the CONSULTANT. Business license applications and information 
may be obtained from the Finance Department, Fairfield City Hall, 1000 Webster Street, Fairfield, CA 94533- 
4883, (707/428-7509). 

9. CANCELLATION. This agreement may be canceled at any time by CITY for its convenience upon written notice to 
SERVICE PROVIDER: provided, however, that the SERVICE PROVIDER shall be entitled to receive full payment for 
all services performed and all costs incurred to the date of its receipt of written notice to cease work. 

10. COMPLETE AGREEMENT/AMENDMENT. This Agreement constitutes the complete agreement between the parties 
as to the subject matter hereof and may not be amended or changed except by a written agreement signed by both 
parties. 

11. CALIFORNIA LAW . This Agreement shall be construed in accordance with the laws of the State of California. 



Title: 


City of Fairfield, a municipal corporation 



Name: 


Date: 


Davtd A . White 

City Manager 




Page 3 of 19 


September 17, 2014 




















EXHIBIT A 


Speak Write 


SpeakWrite 

Scope of Services 

Version 0.0 

September 17, 2014 
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1 Purpose 

This document describes and defines the services required to establish transcription service; receive, 
transcribe and return recorded material in a confidential manner; provide account management and 
reporting tools; train and support users; and manage billing for the life of the account. 

2 Length of Service 

As defined by contract. 

3 Introduction and Corporate Background 

SpeakWrite, a limited liability corporation, produces quality transcriptions for over 50,000 clients nation\A/ide. 
Since 1997, SpeakWrite has provided transcription solutions to law firms, state and local government, law 
enforcement agencies and general business practitioners. SpeakWrite users dictate their work directly by 
calling a 24 hour toll-free dictation line or via free Smartphone Apps for iPhone, BlackBerry and Android. They 
can also upload prerecorded material such as notes and interviews directly to a secure website or via email 
24/7/365. SpeakWrite's U.S.-based typists transcribe the recording, which is then returned through the 
SpeakWrite system via email to the requesting user. SpeakWrite uses no voice recognition technology in any 
part of the process. The recording and transcription are also accessible 24 hours a day to the user and 
designated account administrators via the SpeakWrite web site and individual and group management tool 
systems. 


4 Summary of Services 



Key scope items 

Turnaround Time 

3 hours (Monthly Average) 

Hours of operation 

24 hours a day, 7 days a week, 365 days a year 

Location of performance 

United States - no offshore work performed 

Resources 

Human typists - no voice recognition technology used 

Capacity 

Unlimited 

Methods of submission 

1-800 dictation line from any phone; Smartphone app for iPhone, BlackBerry 

and Android; direct from computer with free SpeakWrite software; digital 
dictation device; recorded tapes; fax; FTP; mail; email; secure website upload 

Methods of Delivery 

Word processing document via Email, URL (Requires Account Number and 

Password), FTP, Password Protected ZIP, API and support provided for direct 
integration options 

Security/confidentiality 

128 bit SSL encryption, separate data recovery site, redundant servers and 

multiple other safeguards; criminal background checks and confidentiality 
agreements for all typists; jobs assigned out of state; HIPAA compliant 

Training and Support 

Online and onsite training options available at no cost; Help Desk staffed 18 

hours per day; dedicated account manager for the life of the account 

Pricing 

Priced by the word. No additional costs for any service included in the scope of 
services beyond the per word cost of transcription (see enclosed pricing) 
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Figure 1. Key items addressed in the scope of services document 


5 Setup and Implementation 

SpeakWrite provides set up and implementation services including establishing accounts, training users and 
working with client staff to answer questions throughout the process. As a part of implementation, 
SpeakWrite will perform the following: 

• Provide a dedicated account manager as a point of contact during implementation 

• Establish the appropriate account structure to enable reporting and customization at each 
organizational level 

• Provide an online, automated account set up feature to enable designated Department personnel to 
establish user accounts 

• Set up user accounts if requested 

• Load agency and individual User documentation preferences, templates, instructions, word lists, 
reporting features, and billing preferences 

• Provide training for client personnel via webinar and/or in person, to be agreed upon with the 
Department 

• Complete set up within 24 hours of authorization to proceed. 

6 Transcription Process 

6.1 Submission 

SpeakWrite accommodates a variety of dictation methods including telephone, a Smartphone application, 
proprietary SpeakEasy software, and traditional recording methods. SpeakWrite accepts multiple file formats 
including WMA, WAV (PCM or Microsoft ADPCM format), MP3, MP4, Olympus (DSS or DS2), Adobe Acrobat 
(PDF), RealAudio (RA or RM), Sony (DVF or MSV), AMR, Apple (CAF or M4A), Audio Video Interleave (AVI), 
Windows Media Video (WMV), Moving Pictures Expert Group (MPEG), QuickTime Video (MOV), 3GP, m 
Express Scribe (DCT), and ZIP (which can contain any combination of the aforementioned file types.) 
SpeakWrite will provide the following methods for Department personnel to submit their transcription jobs. 

• Telephone - Dictate by telephone directly into the SpeakWrite system by calling a toll-free dictation 
line from any phone, entering the account number and PIN and following the automated prompts. 

• Free Smartphone Apps for IPhone, BlackBerry and Android - Record audio from any location and 
submit for transcription, and integrate photos into the document if desired. Use the apps to record 
calls and have call audio transcribed. 

• Free SpeakEasy Dictation Software- Dictate directly into a computer, then upload the recording via 
the internet for transcription. The software enables users to submit multiple files at once, including 
very large files. 

• Digital Dictation Device - Save digital files to a computer and submit by email, web upload or using 
SpeakEasy software. 

• Recorded Tapes - Record dictation, then play the recorded tape into the phone using an adapter 
cable, upload via SpeakEasy or mail the recorded tapes to SpeakWrite. 

• FAX - Submit existing handwritten documents or hard copies via FAX. 

• FTP Upload and Delivery - Submit dictated material via FTP (File Transfer Protocol) connections. 

• Secure website - Logon to the SpeakWrite web site and submit work securely. 
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• Email - Submit file via email attachment. 

• API - Developer Interface and support provided for direct submission and delivery options; including 
document management and reporting systems. 

6.2 Turnaround time 

SpeakWrite will maintain a 3 hour average monthly turnaround time across all accounts. 


6.3 Document Delivery 

SpeakWrite will deliver transcripts via email as a Word file attached to the user^s email address associated 
with each account. As an option, SpeakWrite can deliver jobs via a secure URL link or password protected ZIP 
file, which require an Account Number and PIN to gain access to the completed job. FTP options of both job 
submission and delivery are available as is a Developers API in which SpeakWrite will work towards a direct 
integration of the delivery and return of completed documents into the Department's document 
management system. 

6.4 Document Formats 

SpeakWrite provides a wide array of formatting options. SpeakWrite will confer with the Department on the 
various options and configure the SpeakWrite system with the Department's preferences. Document 
formatting capabilities include the following: 

• Add user instructions to individual jobs. For example, a user may include instructions such as, 
'Transcribe the audio from minute 2:00 to minute 30:56". 

• Create, use and store templates. Templates are pre-formatted documents and forms uploaded by 
users and stored in the system for repeated use. Templates can be created for individual users or the 
Department as a whole. SpeakWrite will restrict access to Department templates to the typists who 
are actively working on Department transcripts. 

• Submit a job with a Custom Filename. Having the flexibility to label transcription jobs helps the 
Department group and track transcriptions by project name, billing number or other identifying 
information. 

• Set formatting options. Users may choose from SpeakWrite's existing array of formatting options 
(types, fonts, etc.). Should the Department require additional formatting options; the SpeakWrite 
Account Manager will work with Department representatives to identify the requirements. 

6.5 Archive and retrieval 

SpeakWrite will retain transcribed work and the associated audio files for 90 days. Users will be able to 
download the completed documents and original audio via their individual Member page. The Department 
can customize this timeframe, by either shortening or increasing the length of archive to best meet their 
needs. 

7 Availability of Resources 

SpeakWrite will accept, transcribe and return documents 24 hours a day, 7 days a week, 365 days a year. 

Help Desk personnel will be available 18 hours a day, 7 days a week, 365 days a year. 
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8 Quality and Accuracy 

SpeakWrite will monitor the quality of Department jobs through internal quality assurance practices. In 
addition, each completed job contains a client feedback link. SpeakWrite will review and address any 
concerns that are submitted through the link. If the Department identifies a job that does not follow the 
required template formatting or that identifies errors as it relates to the submitted audio, SpeakWrite will 
correct the errors immediately upon notification and send the updated and complete document back to the 
designated User via the standard deiivery method. 

9 Security and Confidentiality 

SpeakWrite will maintain internal security measures throughout the life of the account, which include the 
following: 

Facilities 

The SpeakWrite systems are housed in a state of the art data center In Austin, Texas, with a mirrored 
replicated environment in Montana. The datacenter includes: 

• five levels of physical security 

• multiple firewalls as well as a DMZ for externally facing servers 

• biometric access controls 

• a digital-video recording surveiilance system 

• redundant uninterrupted power supplies and HVAC units 

• three generators 

• high-sensitivity smoke detection systems that can detect a fire up to 30 minutes before smoke or 
flame. 

Hardware/Software 

SpeakWrite maintains full control and access to all hardware and software, which is monitored 24/7/365. 
Other system security measures include the following: 

• Virus Protection/Spam Blocking/Malware - SpeakWrite uses Trend Micro Enterprise security to 
monitor all servers, desktops and laptops 

• RealTime and Full Disk Virus Scans - Servers, desktops and laptops are running real-time scans. A full 
disk scan is run on computers once a week 

• Endpoint Security - Anti-malware, web-threat protection, intrusion defense and data loss prevention 
safeguard endpoints 

• Datacenter Security - Anti-maiware, IPS, firewall, file and system integrity monitoring, and 
application protection ensure security and compliance for physicai and virtuai servers 

• Data Protection - Trend Micro Enterprise secures sensitive data with data loss prevention 

• Web Security - Complete website and application protection; content scanning and URL filtering 
deliver web threat protection at the gateway 

• Message Security - Blocks spam, malware, phishing and data leaks at the email gateway and mail 
server 

• Vulnerability Management - Vulnerability management solutions reduce risk; Threat Management 
Service protects against evasive threats 

• Firewall / DMZ - SpeakWrite environments are protected by a firewall and externally facing web 
servers are separated in a DMZ 
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• Monitoring Security - SpeakWrite IT is notified immediately when a virus or malware is detected on 
any computer. IT contacts the employee and rebuilds the employee's computer. SpeakWrite IT is 
notified when there is irregular network traffic and researches and responds to each alert. 

Encryption and SSL Encryption 

SpeakWrite uses 128-bit SSL encryption when sending and receiving files over the Internet. This includes 
client uploads of audio, client downloads of completed jobs, clients viewing and updating personal 
information, and the upload and download of client jobs to typists. 


Authentication 

Both users and typists require authentication in the system. Clients are authenticated using their Account ID 
and PIN when they use the toll-free dictation line or login to the web site. Typists are authenticated at 
multiple steps in the transcription process to increase the level of security. 

Authorization 

Authorization verifies client access upon logging in and which functionality is available to each particular 
client. For typists, authorization is used to verify that they have been assigned a job and verifies the authority 
of a typist to downioad job information and upload finished documents. 

Secure Network of Typists 

SpeakWrite conducts a review of each typist's employment history and performs a criminal background 
check on each one. Each typist signs Nondisclosure and Confidentiality Agreements. Typists complete training 
on handling client material and undergo consistent internal review. U.S. based typists are geographically 
dispersed through the country. Jobs are assigned at random to ensure that no typist receives multiple jobs 
about the same case or subject and a typist's identity is never avaiiable to other typists. 

10 Volume/Capacity 

SpeakWrite will accept and process any volume the Department submits without any prior notification or 
rate quote. Our network of typists work around the clock to ensure you will always have a quick and easy 
completion of your transcription needs. 

11 Account Management and Reporting 

SpeakWrite will provide online tools to enable Department personnel to monitor account usage and modify 
account characteristics. 

11.1 Group Management Pages 

SpeakWrite's management website enables designated Department personnel to manage users and view and 
retrieve jobs, billing and usage information 24 hours a day. Administrators may request custom reports from 
SpeakWrite or run reports themselves to analyze usage data such as total usage, usage by employee, usage 
by area, total dollars spent, dollars by employee, dollars by job, and turnaround time data. Reports can be 
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run on demand, or set to run as automated reports. Clicking one pushbutton exports the data to Excel. The 
group management pages will provide the following functions: 

• Add and remove accounts • Retrieve completed transcriptions and 

• Maintain account information audio from submitted jobs 

• Update processing preferences • Designate who can submit jobs 

• Manage User and Departmental • View who submitted jobs and when 

templates. Word List, templates and all • View word count for completed jobs 

User and Group features • View associated costs 

• View usage and billing data • View usage trends 

• View turnaround times 

11.2 Individual Member Pages 

SpeakWrite will provide each account holder with a personal preferences page and address book on the 
SpeakWrite web site. From this page, the user can view details about jobs and complete functions such as: 

• Upload digital audio files for transcription 

• Upload video files for transcription of the audio portion of those files 

• Add instructions feature for notes to the typists (names, terminology, start/stop point within audio) 

• Retrieve completed transcriptions and audio from submitted jobs 

• Resend completed jobs via delivery set delivery method 

• Manage Templates, Word List, templates and all account features 

• Download a completed job 

• Listen to audio or download 

• Send a comment regarding a job 

• Update account preferences 

• Access training materials and tutorials 

11.3 Invoicing and billing 

SpeakWrite will provide the following services related to invoicing and billing: 

• Submit monthly invoices in Excei and PDF format with a detaiis breakdown of each requirement of 
this section 

• Provide access to a password, protected site that displays billing and usage data 24 hours a day. Data 
includes the status of any job, account information, usage reports, and billing information. 

• Provide the ability for agency administrators to run reports to analyze usage data such as total usage, 
usage by employee, usage by area, total dollars spent, dollars by employee, dollars by job, and 
turnaround time data. Reports can be run on demand, or set to run as automated reports. Clicking 
one pushbutton exports the data to Excel to enable further analysis and manipulation. 

11.4 Training and User Support 

SpeakWrite will provide the following job aids, training, and support to help users learn to use the 
SpeakWrite system effectively: 

• Online Tutorial -Any user can take an online tutorial to become acquainted with the service. Many 
users are comfortable using the service after taking the tutorial. 

• Webinars - online, remote training courses, offered live to user groups. 
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• Onsite Training - as required, SpeakWrite will conduct onsite training sessions. 

• SpeakWrite Website - the SpeakWrite website contains instructions and tips, including a user quick 
start guide and a wallet card with usage instructions and reference information 

• Team of Account Managers - SpeakWrite maintains a team of Account Managers that assist staff 
with the functionality and use of their SpeakWrite accounts. The Lead Account Manager runs the 
Account Management team for SpeakWrite coordinates contact with the Department. The Account 
Management team assists in the setup and maintenance of accounts, delivery of training, running of 
reports and other client services. 

• Designated customer service contact - Each User has a dedicated Account Manager that is their go-to 
point of contact for assistance with any aspect of their account. Users can contact their Account 
Manager for assistance for any question they have about the SpeakWrite service. 

• Customer Support - Users can also call the toll-free help line or email questions to receive support 
from 7am-midnight Monday thru Friday and 8am-llpm Saturday and Sunday. 

12 Insurance 

SpeakWrite will maintain the required Insurance as identified by the Department. 

13 Pricing 

Use of the SpeakWrite service is completely pay-as-you-go. There are no fixed costs of any kind for using the 
service or having it available 24 hours a day. The Department is only charged for work transcribed and only at 
a per word cost. For words transcribed, the cost is: 


Type of Work 

Rate 

General 

1.25 cents per word 

Legal 

1.5 cents per word 

Group 

Conversations 

2.0 cents per word 


Figure 2. SpeakWrite charges by the word with a minimum charge of 100 words per submitted audio fiie. 


Definitions of Categories of Jobs: 

General - Work not requiring the use of a trained and experienced legal transcriptionist. 

Legal - Work requiring the use of a trained and experienced legal transcriptionist. 

Group Conversations - Transcription of recorded conversations, interviews, seminars, conference calls or 
anything which involves more than one person speaking. A user can name up to two speakers per 
recording. 

New accounts are created as either 'General' or 'Legal' accounts. Thereafter, individual jobs cannot 
be outside of their account designation (i.e., legal work may not be done using a 'General' account). It is 
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recommended that you set up a ‘Legal’ account if your work contains legal terminology or formatting. Legal 
jobs dictated on a 'General* account cannot be transcribed. 

Word Count 

SpeakWrite will use the word count feature in Microsoft Word to determine final charges. Since rates are per 
word, there are no price variables such as number of pages, length of the dictation, submission method, or 
audio quality. Each type of dictation submitted will be charged the same rate every time. 

Templates 

Words from any client template incorporated into a job are included in the final word count of that job. Text 
from the header or footer portion of a transcribed document is not included In that word count. 

14 Assumptions 

• Upon authorization to proceed. Department personnel will participate in the activities required to 
begin service including: determining user sign up procedures, establishing the security approach for 
emails, confirming report formats, and confirming and completing training requirements. 

• SpeakWrite's average monthly turnaround time is based on routine dictations employees complete 
in their everyday work. Should the Department encounter a frequent, ongoing and sustained need 
for a type of dictation that falls outside the norms of what can reasonably be done within the 
required timeframes, SpeakWrite will immediately notify the Department to determine the 
appropriate resolution. 

• SpeakWrite follows the standards for preparing documents found in Its Document Preparation Policy 
as described at www.speakwrite.com . 

• All work done for SpeakWrite customers will be transcribed as dictated in the order dictated. 
SpeakWrite does not guess what a client might have meant, replace or correct formatting, transcribe 
music lyrics, or recreate forms. All work will be transcribed as dictate and based on the instructions 
provided within the audio or via the job instruction interface when uploading digital audio and video 
files. Any inaudible portions of the audio will be marked with asterisk in the typed document as an 
indication that the transcriptionist was unable to decipher that portion of the audio file. 


15 Figures 

The following exhibits demonstrate the examples of the following: 


• Individual Member Page 

• Group Management Pages 

• Billing Data 

• Invoice 

• Wallet card 
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Individual Member Page 
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Figure 3. SpeakWrite will provide each account holder access to on individual member page via the SpeokWrite 

website for viewing and managing the account. 
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Attachment 2 


Group Management Pages 


SPEAKWRITE 


Accotml Man a geme n t 
{it v.'ticomt 
5 Builno/Pretef*nt#$ 

UftfSsarth 

iijj TempiJWs -WofdUst- Cortact* 

Ctbola Count/ BiRing A:coun( 

San Juan Count/ BMimg Account 
^ Torrance Count/ Billing Account 
d* San Uigual Count/ Bining Account 
Santa Fe Count/ Billing Account 
ty Cha/ei Count/ BilNng Account 
Rio Arriba Count/ Billing Account 
UP E«ecuttr« Staff Billing Account 
tS^ East In/estigaeons Biiimg Account 
gi West ln/est>osaont Billing Account 
Q> West Pftnananct Biiima Account 


Wekom* Noa U«'ko CYFD Eimng Account 

LooCXi 


Welcome to the new SpeakWrite Group Pages 

This tool allows you to search for SpeakWrite User accounts to upload Jobs and manage all 
information associated v/ith those accounts, inciuding: 

• update Account Number. Pi/f name, email or other mfcrmaoen on me account 

• upload lobs forme account 

• Rrriew me )ob status 

• Manage all features • Templates. Word List and Address Book 

• Choose me word processing preferences 

• Redeems billing histor/lcrme account 

• Resend Welcome Email 

• RorlB.v complete jobs on Me 

• Resend completed jobs 

• Listen and download jcb audio nies 

• Send comments regarding jobs 

For assistance wim the use of mis new tod. /ou ma/ open and dc Anicad me (obOAlng training guide 

Training Guide 


SPEAK WRITE 


Account Management 


Reports ;■ , 

j^Binglnfannaean | 





fitwdeem# 

iQIn-FllghtJohs 

^ BiBing/PrcfererKes 

% User Search 

Users 

i FrelUne 
nOK»_23£S)3_CC 
! no!:»_:j»}04_oo 

{ 

i 

1 

Jeo U!/-e«r 

ii:4i-GC« 

ii:ii-cor 

llsr*« 

AjstnRur (51226*52*8) 

Jus:nRu2(*l22£<«2J5> 

U'^gth 

4itccndt 

4 sec cods 

SUtws Crsefee 

inTyeng Mon Aug 23 33 *8 33 0012011 

HT/p«g Men Aug :s 23 «> 04 COT 2311 




1 

Completed Jobs 








Aobi ccTpetcd w mn tne past 3 o*/s * 


Ffe fume 

nM;tJ24C»0_l5 

J:bfh?rber 

11241-Cg* 

flare 

JuStnRu2(5122««3£8) 

Created 

0V2&r23in2 43FUin’ Prta/i 




Figure 4. SpeakWrite will provide designated Department personnel with access to Group Management Pages to 
maintain Department accounts and upload and download jobs 
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Attachment 2 


Billing Data 


SPEAKWRITE 




Helo Justin Ruli 

PreTetePces 

Log Out 

1 






SL'NI) YOUR FILE 

Pending Invoice 





jonsTAur, 

1 Amount 





1 BILLING 

SO.OO 



Deta Is 



PREFERFNCES 

Invoice History 





TEMPI ATED 

Dote 

Amount 

Status 





Aug 01 2011 

$16 11 

Paid 

Detats Invoice 



ADDRESS DOCK 

Jul01.20t1 

$0.00 

Paid 

Details InvoiCB 



W.)Hn LIST 

JulOI.2011 

$9.53 

Paid 

Details 



TRAINING 


ID 





SOFTWARE DOWNLOADS 


DoMT\ioao a$ Excel 


Download as PDF 



-^-H-B“-C I I 

SPEAK WRITE 

1 

2 Invoice Number: e78ce0c4 

3 September 01, 2010 

4 Direct Invoice for Account: 

5 Sample State Department Agency Billing Group (SSDABG) - GrpSPOOOOl 

Word 


6 Job Num 

Date 

File Name 

Count 

Job Total 

7 Jane Doe (OFCCS) - 3812075685 




8 1 10218-004 

2010-08-06 

100806_082237_00 

1 -214 

$12.03 

9 10225-009 

2010-08-13 

100813_110918_00 

709 

$3.86 

10 10225-010 

2010-08-13 

100813_111152_00 

628 

$7.85 

11 10225-012 

2010-08-13 

100813_111426_00 

481 

$6.01 

12 10238-006 

2010-08-26 

100826_091531_00 

767 

$9.59 

13 10238-007 

2010-08-26 

100S26_091804_00 

783 

$9.79 

14 10238-008 

2010-08-26 

100326_092044_00 

649 

$8.11 

15 _ 



Total: 

$62.24 

16 



Total: 

$13.26 

17 ' Sam Doe (OFCCS) - 6145753573 




IS 10229-001 

2010-08-17 

Smith Case 

104 

$1.30 

19 10229-002 

2010-08-17 

Gomez Interview 

146 

$1.83 

20 10229-003 

2010-08-17 

Thompson Reasearch 

175 

$2.19 


Figure 5. SpeakWrite will provide monthly invoices, as well as access to usage and billing data via password- 

protected management pages. 
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Attachment 2 


Smart phone App 



Figure 6. SpeakWrite's SmartPhone app for IPhone, BlackBerry and Android enables Departnnent users to record 
and submit dictation and other recorded material from anywhere. App features include the ability to record 
telephone colls and send for transcription, and incorporate pictures into the final document 



MU n ^[AI^ I’nl u I 
on \( I K S K! FOKf 

Ci-t • 

SCNTIOMO lOffKin) 

.\BCP5IIW r«lKf 

CXHIEITS: 

5lTkC\lV35V: 

Mki SsHt 14 AEC Ci% l» : 4 *.-nii|««‘ii =uc:«4l4>i Auii.«f .*cs rt4« IV.i 
NARR41l\T 

04L^C43<:1, c lu.: v-u ;:4!i7.k3 Vt Se|4«::£ Jit4 Dm u tti 

I>n: ;cic: cirt cs in of k itci S*|iKr Dm 

iL!'.*.iii!(4*Mr.«m7C43irf Ulh* kiixMi efv t& ARC nt}' K tM cflU XV? 
Csyin w t4‘-d*.(ei tn .uc.wlI*! Uti. it 

17:4 tns;>iM:«(itv iah*: i£;«*.-»r% 


A* it« :'*.»cx rooc ««■» ii » Wl iin;r»l :o U* 


J’»M ! f: 

(4:i4««4::> d:<t 

T&«t txiS t? M iw in ;lka mc 

viliikii L«. IS. I’/yi S 35 aJ I 


IrcMir.noncf Ifc'sdtocVopa irani: npi :f HLf*.ul»:T*5jl:>iluJ 

ttJuN" 1 * K4i!l gayrr -*cftltoi <4 sJi4 vpca ay fc»l€- 

cttKu:’, ctra^-m 


Page 18 of 19 


September 17, 2014 




































































Attachment 2 


Reference Materials Sample - Wallet card (Example of online, printable job aid) 





Telephone Keypad Recording 
Fimclions* 


1 

Rev/ind to 
beginning 

- . 

2 

Record 

3 

Go to end of 
document 

4 

Skip back¬ 
ward 1/2 

5 

Pause 

6 

Skip for¬ 
ward 1/2 

■" 

7 

Skip back¬ 
ward 5 sec. 

8 

Play back 

-N 

9 

Skip for¬ 
ward 5 sec. 

★ 

Erase 

For\vard 

/ \ 

0 

# 

Return to 
main menu 


’ When recording, you must first press 5 to 
pause before pressing any other key 



Dictate by Telephone 

• Call the toll-free number: 800-968-3428 

• Alter the prompts, enter your Account 
Number and PIN 

• Then press 

to dictate 

(T^ for a new job or to send a fax 
CIT) to continue with an existing job 
CT) to review a completed job 
(2 for instructions 

• Speak as usual into the phone 

• When finished, hang up and the 
job will automatically be submitted 

lor transcription; or. press # and follow 
the prompts to save the dictation 

• Your job will be returned via email 



Speakeasy 

• Launch the Speakeasy software 

• Enter your Account ID and PIN when 
prompted 

Speakeasy remembers your log in 
information for future use. To change 
this informati on, cfick Reset User Data. 

* CNew Job File) starts a new job 
Enter a name for a new job or choose an 
existing audio fil e to overwrite. 

• (Open Saved File) opens an existing file in 
v/hich to dictate 

• Use the keypad interface in the same way 

as when using the telephone dictation 
system _ 

• CSubrnit Job for Transcripti^ submits a 
job when it is ready for transcription 
Enter an optional Filename and/or select 
a Billing Code. 

Visit VAW/.sp€ak-v/rite.com/login lor soft- 

v/are dov/nioads arKf further information. 


Dictate: 800-968-3428 spoak-write.com Help: 800-B2B-3B89 


Page 19 of 19 


September 17,2014 

























































